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Overview

Bridge Referral Application User Guide

General Information

Logging into the Bridge

1. Double click on the Holon icon or shortcut on your desktop.

i

holon

2. Click Sign In in the lower right corner.

3. Enter your Bridge Referral Application username and password. Click Sign In. (The Sign In button will be grey until
credentials are entered.) If you do not know your username or password, contact your Referral Application
Administrator at your organization.

4. The first time you log in, you will be asked to create a new password. The new password must contain:
e Atleast 8 characters
e One lowercase letter
e One uppercase letter
e One number or symbol
Once entered, click Change Password.
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Current Password

New Password

Confirm New Password

The Keep me signed in feature is not available at this time

90 Day Password Expiration

Password will expire after 90 days. Prior to your password expiring you will receive a notification with instructions
for setting up a new password.

ATTENTION: Your password needs to be changed!
Please set up a new password for your account.

* Current Password is required for authentication

Minimizing the Application
To minimize the application click the “>” icon.

x Minimize the app by dlicking the tab on the left

ot

i

Referrals Settings

When minimized, the Bridge application will still display on the desktop as a ribbon or tab.

The icon may be moved anywhere on the screen. Click and hold the 2 lines above the red circle/GLHC icon and
then drag to the desired location.

To open the application, click directly on the red circle/GLHC icon.

Quitting the Application
Users can exit out or quit the Bridge by selecting the “x” in the Bridge Ribbon and then selecting “Quit”.
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This will also stop the application process on your computer (in Task Manager).

N

Minimize the app by clidking the tab on the left Quit Application

Cancel

Application Tiles

Once logged into the application, the window will display tiles depending on how your profile is setup. The two
tiles available at this time are Referrals and Settings. The Referrals tile will open the Referral Application. The
Settings tile will open the user and organization preferences options.

Click on the tile to open that area of the application.

pal

Minimize the app by clicking the tab on the left

T

Referrals Settings

e oy

Connect The Team User Settings

Referral Application

To use the Bridge Referral Application, click on the Referral tile after logging in. The Referral window will open,
there are several panels/sections that display different informaiton about referrals that your organization has sent
and/or received.

New Referral Referrals - Great Lakes Health Connect Primary Care - X0}
Sent / | Test, Wonder Woman - 77 y/o - Female - 04/01/1942 At
WORKUSTS + To: GLHC Bryan Orthopedics - Edit Referral ctions ~
Archived Q Search
A My Watch List 22 referals & O
Drafts Wednesday July 17, 2019 ATTACHMENTS
New Activity [+ Test, Wonder Woman - 77 y/o - F 1111 ATTACHMENT for REFERRALS
[ Mary Graham (Great Lakes Health Connect Primary Care) 0717719 Mary Graham - Last Wednesday at 313 M ~ .
All Referrals - please send signed order from EMR Feferral questionnaire
[[® rendna o] P
[ % ] ]  Test, Superman - 81y/o - M
Brvan Bulock (GLHC Bryan Orthopedics) 07/16119 Referral Created
[ Scheduled ] Updated status to accepted @ Moy Gah
/- Mary Graham
iz Great Lakes Health Connect Primary Care
@ Declined o
o oM
Test, Superman - 81 y/o - M
Cancelled (: ] oup v/
B Emmalilly Hoxsie (Great Lakes Health Connect Primary Care) 07/1519
@ Completed oo ) 2 ware of scheduled appointment.
FiTERS Test, Belle - 49 y/o - F 1111 ATTACHMENT for REFERRALS
B Assianed To Me [ Mary Graham (GLHC Mary Diabetes Education Services) 07/0219

Patient made aware of scheduled appointment.
B unassianed

I urgent
@ Test, Belle - 49 y/o - F

s patient Not Netified [ Mary Graham (Great Lakes Health Cannect Primary Care) 07/02119

B Hey, can you send an H & D, please?

essaes

@ Attachments Assigned to: Katrina Khouri

FAVORITE PARTNERS + || o Test Batgirl-52y/o - F
GLHC Brvan Orthopedics Carrie Strom (GLHC - Carrie Suraical Specialist) 070111 .
Re-assigned referral to: Katrina Khouri (| CresiE

GLHC Mary Diabetes Education Services please send signed order from EMR
GLHC Tracy Thoracic Suraery =
Test, Elsalilly - 17 y/o - F

Lacks Primary Care Clinics North and South 5 y =17/ -

Michiaan Primary Care Partners 100 .‘ 14 @ > 3 N 5 » @ | Type a message here
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Sections of the Referral Applicaiton

Header
A. New Referral — click here to start a new referral
B. The name of your organization
C. Settings icon — click here to turn on email notifications
a. Administrators use this button to navigate to the Inbound Referral Form / Referral Questionnaire
D. Help/Questions icon — click here for contact information for GLHC Support and for links to training guides
and videos

New Referral Referrals - Great Lakes Health Connect Primary Care - XO)

c

Organization Panel

The panel on the far left hand of
the window provides different
options for sorting referrals and WORKLISTS
for looking at different groups of Archived

referrals based on their criteria. H My Watch List
Drafts

New Activity

All Referrals 7

[ ® pending

[ ~" Accepted

[ Scheduled

@ Declined

cancelled

90 0(8)8)0

@& Completed

FILTERS
B Aassianed To Me
B Unassigned

I Urgent

A\ Patient Not Notified

B Messages

=

Attachments

FAVORITE PARTNERS +
GLHC Bryan Orthopedics

GLHC Marv Diabetes Education Services

GLHC Tracy Thoracic Surgery

Lacks Primary Care Clinics North and South

Michigan Primarv Care Partners
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Referral Worklist

This middle panel lists referrals that meet the criteria selected in the organization panel. For more information
about these features, reference the Referrals Worklist Options User Guide.

A. Switch between viewing referrals that your organization has Sent or Received.
B. Use this area to Search, Download, Sort, and view referrals in a Large View Worklist.

32 referrals ¥ D
—

Test, Wonder Woman - 77 y/o - F
Mary Graham (Great Lakes Health Connect Primary Care) 071719

please send signed order from EMR

+ Test, Superman - 81y/o-M
Brvan Bulock (GLHC Brvan Orthopedics) 07/16/19
Updated status to accepted

Test, Superman - 81 y/o - M
| Emmalilly Hoxsie (Great Lakes Health Connect Primary Care) 07/15/19
Patient made aware of scheduled appointment.

Test, Belle - 49 y/o - F

|53 Mary Graham (GLHC Mary Diabetes Education Services) 07/02/19
Patient made aware of scheduled appointment.

@ Test, Belle-49y/o-F
|53 Mary Graham (Great Lakes Health Connect Primary Care) 07/02/19
Hey, can you send an H &P, please?

Assigned to: Katrina Khouri

« Test, Batgirl - 52 y/o - F
Carrie Strem (GLHC - Carrie Suraical Specialist) 07/01/19
Re-assigned referral to: Katrina Khouri

Test, Elsalilly - 17 y/o - F

[e +] 1« (1) 2

w
N
u

>l
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Referral Details

This section displays general demographic information about the patient, the status of the referral, and the name
of the organization that sent the referral. This section also has the Actions button.

‘ Betty Smith . 32 . 09/06/1984 . Female

. . Actions ~
+ From: Shelter of Flint + View More Info

Messages
The message area is where the sending and receiving office can create, send, and read messages. Users can also
add attachments to existing referrals here.

Imported XML file

Referral gquestionnaire
Eatrina Khouri + Last Monday at
12:23 P

Assigned referral to:
Katrina Khouri

ACCEPTED REFERRAL

please send additional -

& | Type armessage here

FaLEiil L UlILaelE
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Referral Timeline

This section lists all documents (Attachments) added to the referral and chronologically displays all of the major
changes and updates made to the referral (Activity Timeline).

ATTACHMERMTS
Imported XML file

Referral guestionnaire

ACTIVITY TIMELIME

Referral Created

. By: Xavier Endress
Frorn: Shelter of Flint

Last Monday at 11:46 AM

Assigned

@ Ey:Katrina Khouri
From: Childrens Healthcare Access Prog...
To:Katrina Khouri

Last Monday at 12:2 3 PM

Settings
The Settings tile allows users to access Account Security and About & Help. If you have administrative rights to the
organization, you will also see Admin settings.
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Account Security

Pin Code

The Bridge Referral Application requires a four digit Pin Code to change your password and to log out of the
current session.

If this is the first time you have entered your pin, you will be required to create a new four-digit pin code and then
re-enter it for confirmation.

Changing Your Password
To change your password, click Change Password.

£ Settings Security

ﬂ Change Password

Enter your current password. Then create and confirm a new password. The new password must meet the
password criteria.

Auto Login
(Not available at this time)

Logging Out
To log out of the current session, click Active Sessions and then click Logout of current session.

WHERE AM [ SIGMED IM?

~

A A ctive Sessions 1 session

YOU'RE SIGNED IN TO 1 SESSIOM

Logout of current session

If more than one Active Session displays, GLHC recommends logging log out of all sessions separately.
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User Profile
The User Profile allows users to access and modify their name, email address, and profile picture. No changes can
be made to the username. To make changes to the User Profile, click on your username.

Steve Spieker 3

spiesd

About & Help >

Note: Do not add any specialties to your User Profile as this section is only to be used if you are a Provider.
Contact your Referral Administrator if you have any questions.

Name Change
If the User’s name changes, make the change in appropriate line (First Name, Last Name). The screen will flash
green when the name is accepted.

Any changes to the User Name will also display in the Referral application to current or historical referrals. See
example below where Stephen Spieker was changed to Steve Spieker.

Referral Created

v Stephen Spieker
ro Farhan M. Khan, MD PC

B/9720M6 11:33 AM

Referral Created

By Steve Spieker
Fro Farhan M. Khan, MD PC

Bf92016 11:33 AM
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Email Address

To add an email address, enter it in the EMAIL ADDRESS field. An email address is required if the user wishes to
obtain email notifications about new referrals.

Email Notifications

1. Open the Referral Application and click on the gear icon in the upper right hand corner of the window.

2. Check the circle to the left of Receive notifications for new inbound referrals.

( ) Receive notifications for new inbound referrals

Q Receive notifications for new inbound referrals

3. To stop receiving notifications, uncheck the circle.

Profile Picture

Messages in the Referral application will display the user’s initials if there is no added profile picture.

Steve Spieker - 05/2372017

\ ACCEPTED REFERRAL
A@ COMPLETED REFERRAL

Once a profile picture is added it can’t be deleted. It can only be modified with another picture.

1. To add a picture, click on your User Name.

~.

N
{ add '\ Steve Spieker >
\ photo / spiesd
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2. Click add photo.

&i add \ Enter your name and email address, and add an

\ photo | aptional profile picture.

3. Double-click on JPG photo on your computer. Move and adjust the circle on the photo to choose the portion
of the photo you wish to use. Use the four arrows icon to move the photo up and down. Use the two arrows in

the top right of the photo to widen or shrink the picture.

4. Once you have adjusted the picture, select Crop at the bottom of the screen.
‘ Crop ‘
5. The picture will display in your User Profile and within the Referral Message section. If the picture does not
display, repeat steps 2-4 with a different photo.

Enter your name and email address, and add an
: 7 optional profile picture,
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